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ATHORANDUM FOR ¢ Chief, Administrative Pranch, DFD-DD/P
SUBJECT 1 Action Requasted of the Administretive Branch

25X1A
1, 4= 8 result of the recent survey by [[NNNENEGN -
lack of =n argenizational manunl hes keen cited ss one of the outstand~
ing deficiencies within the Division, It 41a requasted that you take
immediats sction to develap an orgenizstion manual containing:

8. A conciss avd up~-io-dste statement of the mission:

b. Functionel statements that sepsrate the mission into the
smalleet nurber of dissimiler functions into which it ney
be divided;

¢. Job statsments assigning clearly dafined and specific func-
tional rasponsibilities to key senior parsonnel of the Divie
siom,

d. FPoliey stetements necesesry to provids a ecoordinsted and
directsd effort toward mission sccomplishment 3 and,

%, Up-to-dete and complete organizational charts,

2, OF secondary priority ths repert alse pointed out that Standsrd
Operating Procadures have net bLaen dsveloped to guide in the psrformance
of routine and recurring tasks, A possitle explanation for this lapse
is the fact that many DFD personnel hava grown up with the job snd have
developed &l hoc procsdurss as nseded. It 1s roguastsd thet you insurs
patlication of procedural stataments by ssch Branch Chiaf to provida for
the systesstic psrformance of tasks within esch Branch Chief's arsa of
responsibility,

3. It is recommended thst you axplors the possitility of suploying
autonatic record-kesping devices within the Divisdon, and implementing
& program through Registry for the screening of files to sliminats obag.
lats and vaeless racords,
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k. As & matter for your informutiaa,llllllllllanggastad that
in order to slleviate the present crowdlsd conditions within ths Division
the Confersnce Koom be convarted to office space; the sime of executive
officas be reduced by the umss of movabla partitions; sni thet soundproof
walle and ceilings be constructed in the more crowded arses to cut down
tha noiee factor., It is suggpested that you consider the comments of this
peragraph whan reviewing the overall spacs prograa and posaibls noves
whenever offics apace 15 mads eveilebls to the Division.

STANLAY W, BIRLY
Colonal D8AF
Acting Chisf, DPD-DD/P
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